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APR 21 1953
MEMORANDUM TO: Deputy Director (Administration)
FROM ¢ Mansgement Officer
SUBJECT ¢ Passenger Transportation Functions of the Personnel Office and

logistice Office.

1. PROBLEM. The protlem spprosached by this staif study is tne eliminstion
of duplication of effort Letween the Central Processing Branch, Personnel
Division (Covert), Personnel Office, and the Passenger Novement Brauch,
Transportation Division, Logistics Office.

2. FACTS BEAKING ON THE PROBLEM.

&. Tie purpose Lo Le accomplisbed ry the establishment of the CPE wes
to provide a single physical location wiere the traveler would re-
celve the zaximum smount of processicyg necessary to oversess travel.

t. At present CPB hes four tracsportation positions on its T/0. These
emuloyees interview travelers and prepere e tentstive itinerary
which 1s then sent to PMB where actusl trevel arrangemsnts are xade.

¢, The PMB personnel check the tentstive itinerary, duplicating in
part the work of the CPB,

4. Where reservations caanot Le secured in line with the teutstive
itinerary, = pev one nmust be prepared. This is st times done through
CPBE and et times by sn interviev betweeu the traveler and PMB per-
sonnel. This requires additionsl tive whick must be suved.

e. The General Services Office states thet CPB end PMB will te moved to
adjacent space in whichever vullding epace is availstie. Tonis move
will probably occur in June,

3. DISCUBSION,.

2. The prircipal reason for duplicated work sand loss of time, 1s the fact
that the traveler's iticverary is prepered by one employee and the
sctual travel arrangements ere made by snother. Outviousiy, in the
course of an interviev, the interviewer ocutains a grest desl =more in-
formstion aboutl the traveler, his situmtion with respect to nis de-
pendents and property, and possivle slternste plans, than could bve
set forth in writing on o proposed itiuversry. The idesl arrange-
nment would Ve one where the interviewer slso made the travel errange-
ments, either at the time of the interview or later, if necessary,
vecause of complexities of*u §Eruc travel situstion. ‘
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b. Noo-perscansl functions performed in CPB such ss security, medical,
and finance are a minor part of the work of the orgsnizational ele-
ments they represent and should not resasonably be considered on the
same basis as the transpertation fumction. Uverscas travelers, with
their dependents and household goods, represent mere tham half of
the work invelved in personnel transportation. For this resson it
doss not neoessarily follow thst the passenger irsnsportation func~
tion would be as satisfactorily performed if distributed betwsen two
componenta of the Agency ss is the case with security, medicsl, or
finance.

6. Thers is, however, s clsar, undenisble requirsment thet the oversess
travel procsssing De administratively directed Y a single head., This
adninistrative responsibility resolves itself into a mattesr of sched-
uling the processing of trevelers and determining thst sach slement
of the processing has been ascoomplished. It is obviously not the
responsibility of the administretive head of the processing unit to
agtuslly perform each element of the processing. For example, all
he oan do with respeet to required incculations is to arrange for
suck inoeulstions to be given Ly the Medical Gffies and determine,
before releasing the traveler, that the inmoculations have sctually
besn given. The ssme situation applles w respeot %o Finance. 7The

'] be written clsewhers. Hewever, since space limitations
do not permit ths necessary madical, finance and other facilities %o
he locsted st the travel processing site, provision must be made at
that site for arranging or sscuring the mecessary services. This is
sccomplished by having representatives of these various components
at the Ci'P location.

d. Wwhere it is possible to locate at the processing site any of the re-
quired facilities for such processing it would hardly be necessary
that the head of the processing unit bs held responsidble for arything
more than getting the travelsr to that part of the processing site
vhere the service is svallable and determining later that the arrange-~
ments hed been mads.

he CONMCLUSIONS. It 48 conoluded thats

a. Procedures are required to eliminate duplicste work and provide that
travel arrangements be made by the emplayes who interviews the
traveler.

b. All functions now performed in CPF except that of psssenger trans-
portation, remain in CPR, .«

¢. All psssenger transportation functioms mow divided betwesn CFE and
F¥PR be consolidated in FME, except for the processimg of deep cover
personnel which should remain s responsibility of CFB, since this
work is chiefly sdvising and involves little or no actusl transpor-
tation arrsngements made through igency facilities.

2w
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T™he CFE and PNR should be pnysically locsted in the same area and the
spate layout be designed to facilitate the progessing of travslers.

The Chisf of CFR should exercise normal supervisory direction of
personnel on the CFR 7/0 and be responsible for so schedaling
travelers thet they will be directed to the F¥P and for determining
that necesssry treangportation errangements have bwen mads.

The Chief of P¥B should be responsible for promptly processing such
travelers as may be referred %0 him by CPE and completing such forms
a8 a8y be required to advise the Chief of CPE that tresnsportation
arrsagemeats have besn completed.

RECOMPEEDATIONS . It is recommended:

e

Be

(-1

That in sccordance with present plans of the Ceneral Services Cffice,
the CPP and PHEP De moved to adjacent spasce as soon as possible.

That the four personnel of the Travel Lection, CPB, be transferred

$o, snd atsorbud in, the PMB T/0 and that these four slots be sbolished
in CPri,

That the attached flow charts, Annexes A through L, be approved as

ths basic procedures governing the transportation aspsct of process-
ing travelers for overseas duty.

Lk inelosures

25X1A%a
Concurrences:

Annexes A thmm [

Assistant Dlrector, ‘ersonnel Late

Approved (disspproved), sxceptions, if any:

SECRET Tepu& Tireetor {administretion;
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